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Timeclock or WebClock? Timeclock or WebClock?

Transaction Employees, Timeclock or WebClock?

Transaction employees are those who use an actual timeclock or the WebClock via the Internet
to enter their time and labor distribution. All Transaction employees are assigned a home
department (i.e. low org, activity, function and reporting category etc). Let’s call this their
“default” labor distribution.

Employees who punch a timeclock will be issued a badge with their clock number magnetically
encoded on it.

Employees who use the WebClock via the Internet will only be issued a clock number, which
they’ll use to log into Ceridian Time & Attendance to punch their start and stop times.

In both cases their clock number is tied to the employee’s default labor distribution. Their default
labor distribution is charged for the time they work, unless the employee enters another labor
distribution.

In addition, a few departments have opted to designate a “default” labor distribution for each
timeclock, as well as, their employee’s badges.

At Milwaukee County, when we use the phrase, “employees who use a timeclock,” we include
all of the following:

=  Employees who swipe a timeclock with their badge and labor distribution is:
— Accepted from the magnetic strip on their badge.
— Accepted from a wand reader and bar codes near the timeclock.
— Accepted directly from the timeclock itself.
— Manually entered on the timeclock keypad.

= Employees who punch the WebClock via the Internet on their Ceridian Time & Attendance
Home Page. Labor distribution is accepted from their clock number.

= Employees who have lost their badge and have to manually enter their clock number and
labor distribution into a timeclock while a new badge is being ordered.

All Transaction employees are expected to punch a timeclock or the WebClock via the Internet
each time they beqin or stop working. If there is a problem with a punch or labor distribution,
notify the person that approves your timecard. Only your approver(s) and payroll clerk are able
to make corrections to a Transaction employee’s time.

REMINDER

Rule VII, Section 7 of the Civil Service Rules states that:
Knowingly punching or marking another employee's time card, having one's time

card punched or marked by another, altering time card for any unauthorized reason
or inaccurately recording time worked is a violation and may be Cause for
Discharge, Suspension or Demotion and/or Re-evaluation.
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Timeclocks Timeclocks

How Do | Swipe A Timeclock and Change Labor Distribution?

Swiping a timeclock is the same no matter how labor distribution is entered; however, based
upon the programming of the timeclock the entry of labor distribution varies. Labor distribution
can be accepted from the employee’s clock number, from the labor distribution programmed
into the timeclock, from a wand reader or from the timeclock’s keypad.

Employees cannot enter future punches, nor can they alter previous punches. If there is a
problem with a punch, notify the person who approves your timecard. Only your approver(s) and
payroll clerk are able to make corrections to a Transaction employee’s timecard.

I. Using the Labor Distribution associated with the Magnetic Strip of Your Badge— if
you do not need to change the labor distribution that is accepted from the clock number encoded on
your badge, follow the procedure below:

1.

Using your badge, swipe the timeclock with the magnetic strip facing away from the keypad.

Important Note: You should see a message that your swipe was “accepted”. If you do not
see an “accepted” message— record the punch on a Supplemental Timesheet and contact
payroll.

II. Using the Timeclock’s Default Low Org Labor Distribution— Some timeclocks are
programmed with a labor distribution. If you want to use the timeclock’s default Low Org, Activity,
Function and Reporting Category, follow the procedure below. If the timeclock defaults are not the
ones you want to use, follow Procedure IV “Changing to a Low Org Labor Distribution using the
Timeclock’s Keypad”.

1.

o~ DN

Press F1 on the keypad. Using your badge, swipe the timeclock with the magnetic strip
facing away from the keypad.

The timeclock displays ORG. If you want to use the default ORG, press ENTER.
The timeclock displays ACTIVITY. If you want to use the default ACTIVITY, press ENTER.
The timeclock displays FUNCTION. If you want to use the default FUNCTION, press ENTER.

The timeclock displays REPORTING CATEGORY. If you want to use the default
REPORTING CATEGORY, press ENTER

Important Note: You should see a message that your swipe was “accepted”. If you do not see
an “accepted” message— record the punch on a Supplemental Timesheet and contact payroll.

III. Using the Timeclock’s Default Job Labor Distribution— Some timeclocks are
programmed with a labor distribution. If you want to use the timeclock’s default Job Number,
follow the procedure below. If the Job Number the timeclock defaults to, is not the one you want
to use, follow Procedure V “Changing to a Job Labor Distribution using the Timeclock’s Keypad”.

1. Press F2 on the keypad. Using your badge, swipe the timeclock with the magnetic strip
facing away from the keypad.

2. The timeclock displays JOB. If you want to use the default Job number, press ENTER.

Important Note: You should see a message that your swipe was “accepted”. If you do not see
an “accepted” message— record the punch on a Supplemental Timesheet and contact payroll.
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Timeclocks Timeclocks

How Do | Swipe A Timeclock and Change Labor Distribution? (Continued)

IV. Changing to a Low Org Labor Distribution using the Timeclock’s Keypad— I
you want to change to a Low Org, Activity, Function and Reporting Category, follow the procedure
below:

1. Press F1 on the keypad. Using your badge, swipe the timeclock with the magnetic strip
facing away from the keypad.

The timeclock displays the following messages:

2. LOW ORG: e Press the 4-digit low Organization and
e then press Enter

3. ACTIVITY: e Pressthe number 1 on the keypad followed by
e the 4-character Activity and
e then press Enter
4. FUNCTION: e Press the 4-character Function and
e then press Enter
5. REPORTING
CATEGORY: e Press the 4-character Reporting Category and

e then press Enter

Important Note: You should see a message that your swipe was “accepted”. If you do not
see an “accepted” message— record the punch on a Supplemental Timesheet and contact
payroll.

V. Changing to a Job Labor Distribution using the Timeclock’s Keypad— If you want
to change to a Job Number, follow the procedure below:

1. Press F2 on the keypad. Using your badge, swipe the timeclock with the magnetic strip
facing away from the keypad.

The timeclock displays the following message:

2. ORG: e Press the 4-digit low Organization and
e then press Enter.

3. JOB: e Press the number 2 on the keypad followed by
e the Job Number

For example, if the Job Number you want to enter is JDWD5418, you
should press 2JDWD5418 on the timeclock keypad.

Important Note: You should see a message that your swipe was “accepted”. If you do not
see an “accepted” message— record the punch on a Supplemental Timesheet and contact
payroll.
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Timeclocks Timeclocks

How Do | Swipe A Timeclock and Change Labor Distribution? (Continued)

VI. Changing to a Low Orq Labor Distribution using Bar Codes— If you want to
change the Low Org, Activity, Function and Rpt. Category using a wand reader, follow the
procedure below:

1. Press F1 on the keypad. Using your badge, swipe the timeclock with the magnetic strip
facing away from the keypad.

The timeclock displays the following messages:
2. LOWORG: e Swipe the bar code for the low Organization

3. ACTIVITY: e Swipe the bar code for the Activity

4. FUNCTION: e Swipe the bar code for the Function
5. REPORTING
CATEGORY: e Swipe the bar code for the Reporting Category

Important Note: You should see a message that your swipe was “accepted”. If you do not
see an “accepted” message— record the punch on a Supplemental Timesheet and contact
payroll.

VII. Changing to a Job Labor Distribution using Bar Codes— If you want to
change a Job Number using a wand reader, follow the procedure below:

1. Press F2 on the keypad. Using your badge, swipe the timeclock with the magnetic strip
facing away from the keypad.

The timeclock displays the following message:

2. LOWORG: e Swipe the bar code for the low Organization
3. JOB: e Swipe the bar code for the Job Number
Important Note: You should see a message that your swipe was “accepted”. If you do not

see an “accepted” message— record the punch on a Supplemental Timesheet and contact
payroll.
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Timeclocks Timeclocks

If | Lose or Forget My Badge, Can | Still Use the Timeclock? Yes

Yes, you can still use the timeclock if you lose or forget your badge by substituting the brief
procedure below for the swipe of your badge. If your badge is lost, be sure to contact your payroll
clerk immediately so a replacement badge can be ordered.

A Note About Replacement Badges and Badge Numbers

= Your badge number is your clock number followed by a 3-digit sequential number.
= |f areplacement badge is issued, your clock number will not change, but the
3-digit number will increase by 1.

For example, if your original badge number was117598001, the first time you are issued a
replacement badge, your new badge number will be 117598002, the second time you are issued
a replacement badge, your new badge number will be 117598003 etc.

Follow the “How | Swipe A Timeclock . . .” procedure on pages 2-4 that apply to your situation, but
substitute the following when it asks you to swipe your badge:

1. Press PIN on the timeclock keypad.
2. Press the 9-digit number on your badge (see note above).
3. Press ENTER on the timeclock keypad.

4. Continue following the “How | Swipe A Timeclock . . .” procedure that applies to you.
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WebClocks WebClocks

How Do | Punch the WebClock and Change Labor Distribution?

Employees who use the WebClock via the Internet are issued a clock number, which they use to
log into Ceridian Time & Attendance to punch start and stop times instead of using a timeclock. A
WebClock functions like a timeclock, but when you punch in or out it records the WebClock time
displayed in the WebClock section of your personal Home Page.

Employees cannot enter future punches, nor can they alter previous punches. If there is a
problem with a punch, notify the person who approves your timecard. Only your approver(s) and
payroll clerk are able to make corrections to a Transaction employee’s timecard.

Transaction employees can use the WebClock to:

= PunchIn
= Punch In and change labor distribution
= Punch Out

I. Punching In or Out without changing labor distribution

1. Log in to Ceridian Time & Attendance (see page 9). Your personal Home Page appears
with the WebClock section displayed near the top of the page (shown below).

Home Page
07/16/2006 - 04:04:43PM
|:| Loo out sfter WebClock Action
Joh Transfer

WehClock

Timecards
Pd Encd Stat
0E02/2008 cC
0B/17/2006 c
07 /01/2008 cC
071502006 o

REG SAEX YHP ACCTU OTHER NOPAY SUBTL PREM OTPD OTACR  |Err hotes Sign
49:30 00:00 0500 00.00 00:00 0000 S7:30 10:00 0800 0200 [} X
00:00 00:00 00:00 0000 00:00 0000 00:00 0000 0000 0000 X X
03:00 00:00 0000 00.00 00:00 0000 0g:00 0900 0000 1:00 X X
03:00 00:00 00:00 0000 00:00 0000 03:00 ac:00 0000 00:00 | @

el
5

[z =] i

2. Skip this step unless, you want to automatically log off after punching the WebClock.
At the “Log out after WebClock Action” checkbox, click the checkbox. Note: If you do
not want to automatically log out of the system, do not click the checkbox.

Home Page
WebClock

07/16/2006 - 04:04:43PM
> Log out after WehClock Action

[ [Puncn Jf b Transfer |

3. Click the Punch button. The message “Transaction accepted at...” appears. Your
punch has been entered into the system.

Home Page

Transaction acoepted 2t D405 Ph e

WebClock

07/16/2006 - 04:04:43PM
|:| Log out after WehClock Action

[ Punch | ob Trensfer |

CAUTION: If you do not see an “accepted” message, be sure to record the start/stop

time on a Supplemental Timesheet (see Appendix). Contact your payroll clerk for
instructions.
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WebClocks WebClocks

How Do | Punch the WebClock and Change Labor Distribution? (Continued)

II. Punching In when | want to change labor distribution

1.

Log in to Ceridian Time & Attendance (see page 9). Your personal Home Page appears
with the WebClock section displayed near the top of the page (shown below).

Home Page

WebClock /-_ _\
07/16/2006 - 04:04:43PM
D Log out after WebClock Action
unch Job Transter

Timecards .
Pd End Stet | Prn REG SAEH WHP ACCTU QTHER MOPAY SUBTL PREM QTPD OTACR  [Err Motes Sign Appr.
DED3/2008 C 4330 o0.00 05:.00 00:00 o000 00:00 5730 10:00 06:00 0200 ] X
D6/ 7/2008 C 00:00 ac:00 00:00 00:00 0000 00:00 0000 00:00 00:00 00:00 X X
07/04/2008 C 08:00 ac:00 ac:00 00:00 0000 00:00 05:00 09:00 00:00 01:00 X X
D7/15/2008 o 08:00 00:00 00:00 00:00 00:00 00:00 08:00 00:00 00:00 00:00 | @

Skip this step unless, you want to automatically log off after punching the WebClock.
At the “Log out after WebClock Action” checkbox, click the checkbox. Note: If you do
not want to automatically log out of the system, do not click the checkbox.

Home Page

WebClock

07/16/2006 - 04:04:43PM
a Log out atter WehClock Action

[ Punch [/ Job Transfer |

Click the Job Transfer button. The WebClock Job Transfer page appears.

Note: The WebClock Job Transfer page is divided into 4 sections and also includes 5
code columns (i.e. LowOg, Actvy, Funct, RptCt and Job). We will focus on the Results
section where you will type the labor distribution codes (shown below).

Ceridian Time & Attendance ﬁq{mﬂ

Home v Home |Help | Logou

|WebClock Job Transfer

Operations: Post Job Transter Subrmit
Searches Include: LD Codes effective an (MMDDN YY) | OFAF/2008 / \
pd AY
Favorite Sets / \
I| Mone- v Select Set [] |oelete Set / \
I| Mewy Set Mame | [ |Undate Set / \
| Z \W!
Results -
Lowwiog Aoty Funct Rptct Job

r——

IF:M)ri'le Codes

|[Cowon Actvy Funct ReotCt Job

I| [Coelete code [(oekete Code Coelste code [Coelete code Crelste code
I| MHone- w MHone- v None- v None- v None- w
iSenrch

|[Cowon Aty Funct FintCt Job

|
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WebClocks WebClocks

How Do | Punch the WebClock and Change Labor Distribution? (Continued)

II. (Continued)

4.

10.

To change the labor distribution to a Low Org, Activity, Function and/or Reporting
Cateqgory, at the Results box enter the following:

= At the LowOg field: Type the low Organization

= At the Actvy field: Type the number 1 followed by the Activity
(Note: To skip Activity field, type 10000 instead)
= At the Funct field: Type the Function

(Note: To skip Function field, type 0000 instead)

= At the RptCit field: Type the Reporting Category
(Note: To skip Reporting Category field, type 0000 instead)

To change the labor distribution to a Job Number, at the Results box, enter the following:

= Atthe LowOg field: Type the low Organization

= Atthe Job field: Type the number 2 followed by the Job number
(Note: For example, if the Job Number you want to enter is
JDWD5418, you should type 2JDWD5418

Click the Submit button. The code’s description appears below its field (see circled
descriptions below).

[WebClock Job Transfer
Operzations: Post Job Transfar / : :

Searches Include: LD Codes effective on (MDD Yy | 071842008 |

Mone- W Select Set [] |Delete set

Favorite Sets
Mew Set Name | [] |Update Set ‘

5002 1EHED WHOZ RMNT

" BOERNER EDAISITOR CEMTER I CRTICUTUREMATURE BLD 1 BOERMER BOTAMICAL GARDENS l [ MAINTENANCE
Il ,J

Results
LowOgy Actvy Funct Rptct Job ‘

s . s J

. Verify that you typed the correct codes. If necessary, make corrections and click the

Submit button again.

Click the underlined words, “Post Job Transfer” to post the codes to the timecard
(see arrow in screen shot above).

Note: If you see the words “Code Not Found” below a field, the code you typed is
invalid. The system will not post the labor distribution to the timecard until the invalid
codes are corrected. Simply correct the code(s); click the Submit button and then click
Post Job Transfer again.

To view your timecard punches, at the Timecards section of your Home Page, click
the underlined pay period ending date that contains today’s date. The Transactions
tab of your timecard appears.

To logout of Ceridian Time & Attendance, click the word Logout below the Ceridian
logo in the right corner of the page.
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Logging In Logging In

How Do | Log In?

Logging Into Ceridian Time & Attendance

1. Open up the Internet Explorer browser on your computer.

2. Atthe Address field, type: https://sourcetimepro1.ceridian.com
The “Ceridian Time & Attendance” window appears automatically (shown below).

2l Login - Ceridian Time & Attendance - Microsoft Internet Explorer,

© File Edit “iew Favortes Tools  Help

A ) = A
y 7} \ﬂ IEL‘ W | &~ Search p L Favarites 6:‘*

: Address Ej https: {fsourcetimeprol .ceridian, com,

é 0 Internet

3. At User Name: type your clock number. Press the tab key on your keyboard.
Note: Your clock number is the first 6 digits of your badge number.

4. At Password: type your password and then press the tab key. Note: The first time you
log in your password is your clock number.

Note: You must change your password the first time you log in and every 120 days after that.
If you forget your password, your approver, payroll clerk or the Help Desk (278-7819) can
reset it. Once your password has been reset, it reverts back to your clock number.

5. At Company ID, type: MCJ

6. Skip this step unless, you are using your own computer at work or home. If the
“Remember Me” checkbox is not checked, click it now. Note: When the “Remember Me”
checkbox is checked, Windows remembers your clock number and company ID the next
time you log in. If you are not using your own computer, for security reasons, skip this step.

7. Click the Go button.
» |f Password Change window appears, follow the instructions on the next page.

= |f your personal Home Page appears, skip the next page of this manual. You are
logged into Ceridian Time & Attendance and can perform any task for which a
Transaction employee is authorized (for assistance see the rest of this manual).
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Logging In Logging In

Logging Into Ceridian Time & Attendance (Continued)

a Change Password - Milwaukee County for, policy? test - Microsoft Internet Explorer

: File Edit Wiew Favorites Tools Help 0

GEack ? ] Iﬂ ﬂ W |/ Search 1. Faverites 62! T & = .A‘S

: Address @j https:)fsourcetimepral .ceridian, com/CTABED ks, asp?RequestID=EXBLO1 660, dsBLControllersid=000336FERCO L ACIEC 1 4EBOBTSFSE * a Go

Ceridian Time & Attendance

My Time Spstem v

=

Password Change

F— =1

You are being forced to change your passward!
ou are required to change your password
Your Current Passweord: ||
Wour Mews Password:

Re-Enter Your Mew Paszword:

F— =1

< >
@j Done é e Internet

8. At Your Current Password: type your clock number.

9. At Your New Password: type a new password.

Note: Your new password must be 6 to 20 characters in length. You may use any combination
of numbers or letters. Your password is not case sensitive so you don’t have to remember if the
Caps Lock key is on.

10. Click the Submit button. The “Password Changed Successfully” window appears
automatically (shown below).

Note: If you need assistance logging in, contact your payroll clerk.

3 Change Password - Milwaukee County for policy? test - Microsoft Infernet Explorer E@
Fle Edt Yiew Favortes Tools Help "
Qe - © - [x] [A 2 /.' ) Search 57 Faverkes (62) - B 3

iaddress | @] https:jsourcetimeprol caridian.com/CTAGEDjcta. asp =

Ceridian Time & Attendance

My Time System » Home |Help | Logor

Password Change
Password successfully changed. <
Operations Submit

our Current Password
Your hew Password

Fe-Enter Your Mew Password

Operatians:

< ba
&) 2 @ mntermet

11. Click the word Home in the right corner. Your Home Page appears.
Note: the Home Page is the central navigation point. From the Home Page you can locate
closed, open and future pay period timecards.
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Viewing Timecards Viewing Timecards

How Do | View My Timecards? Log Into View Your Home Page

After you log into Ceridian Time & Attendance, your personal Home Page appears (shown
below). It is normally divided into 3 sections, the WebClock section, the Timecards section and
the Accruals section. Let’s discuss the Timecards section next.

2l Home - Milwaukee County for policy? test - Microsoft Internet Explorer provided by Milwaukee County

File Edit Wiew Favorites Tools Help f‘!’

»

= . »
OBack =y l:'] |§'] W | ' Search 7 Favorites 421 - g T Links g‘]!lnutes g‘]!CapF\nance @!CEHdiaﬂ Intranet @!Cendian Time Guug\e

.v:-GU

Address @j https: ffsourcetimeprol , ceridian, comfCTABED/ cta, asp

Ceridian éﬁzqmﬂ

Home Page

Home | Help | Logout

WebClock
09/11/2006 - 05:00:01AM
[Lag out after wiebClack Action
Timecards
Pl End Stat | Frn | REG SAEX YHP ACCTU OTHER HOPAY SUBTL FREM | OTPD OTACR | Err | Notes | Sign | Appr.
07/29/2008 c 00:a0 o000 0000 00:00 00:00 00:00 000 00:00] o000 o000 O
08/12/2008 (E 16:00 0000 0000 00:00 00:00 00:00 46:00 05:00] 0000 0000
08/26/2008 c 00:a0 o000 000 0000 00:00 00:00 000 00:00] o000 0000
0302008 o] 00:00 0000 0000 00:00 00:00 00:00 00:00 00:00] 0000 0000
09/23/2006 F 00:a0 o000 0000 0000 00:00 00:00 000 00:00] o000 00:00| @
A0/07/2008 = 00:00 0000 0000 00:00 00:00 00:00 00:00 00:00] 0000 0000
Accruals
Category Current Future
Holiday Acorued 08:00 0800
Holidary Expiring 0000 00:00
OT Expiring 00:00 0000
Overtime Accrued DC48/Sheriff 03:00 0300
Parsonal 0000 00:00
Sick 05:00 05:00
wacation 2100 21:00
h
@'] é 0 Internet

Trstart | ° aova.. | @cEicen.. | @@ Cipa.. | Ghet0.. | ™ Ed [liew.. drme. ° @ 7 |&v9200&HE aem

Timecards Section

The Timecards section of your Home Page displays a list of underlined closed, open and future
pay period ending dates. Each pay period listed shows the hours paid, hours accrued and off
time hours for the pay period. You can view your timecard’s totals from your Home Page or
open a particular timecard to view the timecard’s details (shown on page 13).

Timecards Section Terms

» Pd End: This column contains a list of the pay periods for which you are able to view
timecard detail. Note: the date listed is the pay period ending date.

= Stat: A “C”in this column stands for closed and indicates a prior pay period. An “O”
stands for open and indicates the current pay period. An “F” stands for future and
indicates a future pay period. Note: a pay period is “open” until Central Payroll closes
it— this usually occurs 4 days after the end of the pay period.

= Prn: Allows you to view a printer friendly version of a timecard. To print a timecard,
click the icon in the Prn column for the timecard you want to print. After the screen
resets, select File: Print and then click the Print button.
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Viewing Timecards Viewing Timecards

Timecards Section Terms (Continued)

REG: Regular hours worked during the pay period.

SAEX: Sick allowance and excused time used during the pay period.
VHP: Vacation, holiday paid and personal time used during the pay period.
ACCTU: Overtime and holiday accrued time used during the pay period.

OTHER: Other time with pay used during the pay period (i.e. paid leave, paid union
release etc).

NOPAY: Time without pay used during the pay period.

SUBTL: Subtotal of all regular hours worked or non-worked. SUBTL adds up hours in the
REG, SAEX, VHP, ACCTU, OTHER & NOPAY columns. It does not include hours in the
PREM, OTPD or OTACR columns.

PREM: Shift and weekend hours worked during the pay period.
OTPD: Overtime paid during the pay period (includes overtime at 1-1/2 or straight rate).
OTACR: Overtime accrued during the pay period (includes overtime at 1-1/2 or straight rate).

Err: A circle here indicates that the timecard has an error on it. A “red” circle means there are
errors that must be corrected before approval. A “yellow” circle means there are errors that
need to be corrected; or acknowledged by your supervisor prior to approval.

Notes: Whenever a comment is entered on a timecard an icon appears here.

Sign: An “X” here indicates that the timecard has been signed, however, at Milwaukee County,
employees that use a timeclock/WebClock are not required to sign their timecards.

Appr: An “X” here indicates that the timecard has been approved.

Timecard Tabs

A timecard consists of several pages or tabs that display pertinent information for the pay period
selected. Access a specific timecard tab by clicking the tab that contains the information you want to
view (shown below).

TirnEn::arl:I Transactions | Schedule | Accrualz | Noteg | Expenses | Audit | Profie

Timecard Tab Terms

Timecard tab: This tab compiles (adds together) your punches and displays them by date.
This tab shows time rounded to tenths of an hour.

Transactions tab: Displays each punch as it came in from the timeclock/WebClock. Note:
Only a payroll clerk or approver can make changes to a timeclock/Webclock punch, but the
system displays the letter M in the “Type” column when a punch has been modified.

Schedule tab: Permanent changes to an employee’s schedule can only be entered by their
payroll clerk, but pay-period-specific schedule changes can be entered here by your approver or
payroll clerk.

Accruals tab: Displays year-to-date accruals, one week after the prior pay period has been
processed.

Notes tab: Not used by Milwaukee County at this time.
Expenses tab: Displays any expenses (i.e. special premiums) entered.
Audit tab: Displays any changes that were made to this timecard.

Profile tab: Displays information about you such as your date of hire, pay policy, clock number,
department number etc. Note: Only your payroll clerk can make changes to your profile.
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Viewing Timecards Viewing Timecards

Opening a Timecard To View lts Details

1.
2.

Log in to Ceridian Time & Attendance. Your personal Home Page appears.

Open a timecard by clicking the underlined pay period ending date that you want to view.
The Transactions tab appears automatically. You can view all of your punches here.

Notice the Summary Buckets just below your name on the timecard. Summary buckets
are pay-period-specific fields that were created to help employees, editors, approvers and
payroll clerks understand how an employee’s time will be paid/accrued (see below).

Skip this step unless, you want to:

View your punches compiled daily: Click the Timecard tab (shown below).
View your accrual balances: Click the Accruals tab.

View your pay policy: Click the Profile tab.

View your schedule: Click the Schedule tab.

View the expenses (i.e. special premiums etc) entered: Click the Expenses tab.
Find out who made changes to your timecard: Click the Audit tab.

To return to your Home Page, click the word Home in the right corner of the page below
the Ceridian logo.

Transaction Timecard (Timecard tab)

=

Timecard

My Timecard v Home | Help | Logout

SAEX
Approved | Mo VHP 00:00 ACCTU 00:00
Pay Freq | Biveekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 06/ 5/2006-07101/2005 View Other Periods SUBTL 80:00 PREM 0015

Signed | o REG 80:00 00:00

oTPD| 0200 OTACR o130

Timecard | Transactions | Schedule | Accruals | Notes | Expenses | Audit | Profile

Operations: Printable

Del

Date Time Source Type 2;”;8 Hours | [Favorts Set LowOg Actey  |Funct  |RptCt  |Jok

Sun 0618 08:00A A InM REG

Camment:

Sun 0618 05:00P A Out M ‘ | ‘ ‘
‘Comment:

Mon 06/1% 08:00A A In M ‘ | ‘ ‘
Camment:

Understanding Summary Buckets

At Milwaukee County, some accrued times are lumped together in a single summary bucket (for
example, VHP includes vacation, holiday paid and personal, but this is only within the summary
bucket. Your accrued time balances are still maintained separately in the system. Shift and
weekend will be paid at the correct rates. The summary buckets are:

REG: Regular hours worked during the pay period.

SAEX: Sick allowance and excused used during the pay period.

VHP: Vacation, holiday paid and personal used during the pay period.

ACCTU: Overtime and holiday accrued time used during the pay period.

OTHER: Other time with pay used during pay period (i.e. paid leave, paid union release etc)
NOPAY: Time without pay used during the pay period.

SUBTL: Subtotal of all regular hours worked or non-worked. SUBTL adds up hours in the
REG, SAEX, VHP, ACCTU, OTHER & NOPAY summary buckets. It does not include hours
in the PREM, OTPD or OTACR summary buckets.

PREM: Shift premium and weekend differential to be paid during the pay period.
OTPD: Overtime to be paid during the pay period.
OTACR: Overtime to be accrued during the pay period.
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Accrued Time Available Accrued Time Available

What Accrued Time Do | Have Available? Log In To View Your Home Page

After you log into Ceridian Time & Attendance, your personal Home Page appears (shown
below). It is divided into three sections, the WebClock, the Timecards sections and the
Accruals section. We learned about the WebClock and the Timecards sections earlier, now
let’s learn about the Accruals section.

‘2 Home - Milwaukee County for, policy2 test - Microsoft Internet Explorer provided by Milwaukee County, g@@‘
File Edit Wiew Favorites Tools  Help :,'
Qbek - @ - [ @ (0| P search FrFavorites @ - = Lk &] !Inotes @] ICapFinance &) !Ceridian Intranet 4] | Ceridian Time Google i
address @] https:fjsourcetimepro! ceridian. com/CTAS60cta, asp ) B E

Ceridian Time & Attendance

Home = Home | Help | Logout

Home Page

WehClock
09/11/2006 - 05:00:01AM
D Log out after WebClock Action
Job Transfer
Timecards
Pd End Stat PR REG SAEH WHP ACCTU OTHER MOP&Y SUBTL PREM OTRD OTACR Err Motes Sign. Appr
07/28/2006 o 00:00 00:00 0000 00:00 Q000 00:00 00:00 00:00 00:00 o000 @
08/12/2006 C 16:00 00:00 0000 00:00 0000 00:00 16:00 05:00 00:00 0000
08/26/2008 C 00.00 00:00 0000 00.00 0000 00:00 0000 00:00 00.00 0000
03/09/2008 (] 00:00 00:00 0000 00:00 00:00 00:00 00:00 00:00 00:00 00:00
09/23/2006 F 00:00 o000 o000 o0:00 o000 00:00 00:00 00:00 00:00 oo:o0| @
10/07/2006 F 00:00 00:00 0000 00:00 0000 00:00 00:00 00:00 00:00 00:00
Accruals
Category Current Future
Holiday Accrued 0800 0500
Holidzry Expiring 0000 00:00
OT Expiring 00:.00 00.00
Dwertime Accrued DCAS/Sheriff 0300 0300
Personal ao:oo o0:00
Sick 0500 05:00
Vacation 21:00 21:00
v
&) S @ nkernet

restart | " aova. [ @Eken. [®cipo. [ Shsw0. [=Ey [Zhs10.. Brome.. ° 2 w00 S5 eilsRM

Accruals Section

The Accruals section of your Home Page displays a list of accrued hours available for your use.
The Accruals section is divided into three columns, Category, Current and Future.

Accruals Section Terms

= Category: The type of accrued time (i.e. holiday, sick, vacation etc.)

= Current: Displays year-to-date accrual balances as of one week after the prior pay
period has been processed.

»= Future: Current column accrual balances minus hours entered on a future (F) timecard.

Transaction Home Page (Accruals Section)

Accruals

Category Current Future

Holiday fAccrued 03:00 0500
Holiday Expiring 00:00 00:00
OT Expiring 000 0000
Owerti me Accrued DC4S/Shariff 02:00 00:00
Fersonal 0000 00:00
Sick 0s:00 05:00
Wacstion 21:.00 1300
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Accrued Time Used Accrued Time Used

What Time Have | Been Paid For? Run A History Scan Report

You can find out how much accrued time you have used by running a History Scan Report.
Simply log in to Ceridian Time & Attendance and follow the procedure below.

Running a History Scan Report

1. At the dynamic menu (shown below), click the drop-down list arrow and select Reports.
Reports |84

2. Click the History Scan button. The History Scan Report Criteria page appears (shown below)

Ceridian Time & Attendance CERIDIAN
Reports o Home | Help | Logout

History Scan Report Criteria

Operztions

Selection Criteria

‘ Time Code: Afi Time Codes Time Code Selection | %

Date Range

‘start Date: 5/1/2008 v

‘End Date: 6/1/2005 o~

Display Options

|Available Reports: | Emplovee Detal b [| e

| =

Output Type: | FDF  |» |

3. CAUTION: The History Scan Report Criteria page automatically saves the criteria of the
last report you scheduled.

* To run the same report you ran last time, skip to Step 7 of this procedure.
= To run a new report, click the RESET button in the right corner of the History Scan
Report Criteria page and continue with the steps below.

4. At Time Code, you can specify the time codes to be included in the report. To include ALL
types of time leave the box set to “All Time Codes”. To specify the time codes you want
included in the report:

= (Click the underlined words, “Time Code Selection” and the Time Code Search page appears.
» Uncheck ALL from the “Time Code Category” checkbox.

» Click the checkbox for each type of time you would like included in the report.

» Click the Apply Selections button. The History Scan Report Criteria page reappears.
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Accrued Time Used

Accrued Time Used

How To Run a History Scan Report (Continued)

5.

10.

11.

12.

At Date Range, specify the time period to be included in the report. Simply type a starting
date in the Start Date field and an ending date in the End Date field.
The Display Options box allows you to specify the type of report and file output desired.
Normally, the Display Options that Transaction employees select will be:
= At Available Reports, using the drop-down list arrow, select Employee Detail.
= At Output Type, using the drop-down list arrow, select PDF.
Click the Schedule button located in the right corner of the page. The Report Schedule
Form page appears (shown below).
Report Schedule Form
"Perform this function on this date: | 094 7/2005 |
"Perform this function at this time: | 05434
| 1 ]
Click the Submit button. The report will begin running immediately. Note: time displayed
may be Eastern Time.
To view the completed report, click the Requested Reports button. The Requested
Reports List page appears (shown below).
If the Status column says “Pending” or “In Process”, the report is not complete.  Click the
Refresh button every few minutes until it says “Complete” (shown below).
When the Status column says “Complete”, click the underlined word “View” (shown below)
and a window appears displaying the completed report.
= To view the report, click the maximize button in the right corner of the report window.
= To print the report in the normal manner, select File, Print and OK.
= To close the report, click the X in the right corner of the report window.
To download and save this report to your own computer, click the underlined word “Download”
(shown below). The File Download window appears. Save the report by following the
instructions in the File Download window.
Ceridian Time & Attendance ﬁumu
Reports - Home | Help | Logout
| | |
Requested Reports List @
Select |Report Name | Notes |Slatus  |pate Requested K¢ |Time Til Purged  VisweDouoload
f_. History Scan Completey | 091872006 06:004, 2d Oh Om |
| Retresh ] Deete
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Logging Out Logging Out

How Do | Log Out?

Logging Out Of Ceridian Time & Attendance

Note: Logging out is an essential part of exiting Ceridian Time & Attendance. This is because
if you fail to logout properly, the system will lock your timecard. If this should happen to you
contact your payroll clerk or approvers to release the lock.

1. Click the word Logout near the Ceridian logo in the right corner of the page (shown below).

2. Close Internet Explorer by clicking the X in the upper right corner of the window.

2 Home - Milwaukee County for policy2 test - Microsoft Internet Explorer provided by Milwaukee County
File Edit View Favorites Tools Help -

» »
\} Back ~ Iﬂ Iﬂ N - Search <7 Favorites ) i~ da = Links @‘I!Inntes @ ICapFinance @ ICeridian Intranet @ \Ceridian Time |G| Goodls

L|—H ome Home | Help | Logout

Home Page

WebClock Pk
09/11/2006 - 05:00:01AM
D Log out after WebClock Action
Job Transfer
Timecards
Pd Encl Stat Prn REG SAEH WHP ACCTU OTHER MOPAY SUBTL PREM CTPD OTACR Err Motes Sign Appr,
072972008 [ 00:00 00:00 00:00 ac.o0 00:00 000 00:00 00:00; 000 oooo| @
02 2/2008 i 16:00 00:00 00:00 0000 00:00 000 16:00 05:00 0000 00:00
09/26/2005 o] 00:00 00:00 00:00 ac.o0 00:00 000 00:00 00:00; 000 00:00
0902008 (o] 00:00 00:00 00:00 0000 00:00 0000 00:00 00: 00 000 00:00
O9/23/2006 F 00:00 00:00 00:00 ac.o0 00:00 000 00:00 00:00; 000 o000 | @
10/07 2006 7 00.00 00.00 00:00 0000 00:00 0000 00:00 0000 0000 00.00
Accruals
Category Current Future
Holiday Azcrued 000 0300
Holiday Expiring 0000 o0.oo
OT Expiring 00:00 0000
Owertime Accrued DCAS/Sheriff 0300 0300
Personal 0000 o000
Sick 0500 0500
Wacation 21:00 21:00
b
& S @ Internet
e —

aova.. | b Eileen... [owcipa. | il 9-10 .., [ En f &l 5-10 ..., 23 Home ... o T | &2 Y [ U R susEm
i
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F.A.Q. F.A.Q.

F.A.Q. — Frequently Asked Questions

I don’t have a computer at work. How can | access the Ceridian Time & Attendance
website? Since Ceridian Time & Attendance is accessed via the Internet, you can log in from
anywhere as long as you have a broadband connection (i.e. DSL or cable). In addition,
Milwaukee County has set up kiosks around the County to provide computer access to those
employees with no computers. Contact your payroll clerk to find out the closest kiosk to you.

If | forget to punch out, how will | get paid for the time? If | take off a day, how does it get
entered on my timecard? Timeclock/WebClock users are allowed to use a paper timesheet to
record missing punches or exceptions. Supplemental Timesheets must be signed and turned
in to your approver by the end of each pay period. You will find a copy of the current
Supplemental Timesheet and a completed sample in this manual. You can obtain a copy of the
latest version of the Supplemental Timesheet from your payroll clerk or approver.

Some examples of items you should record on a Supplemental Timesheet are:

= Special Premiums (old code 24)— pager pay, standby, back-to-back etc.

= Accrued Time Used— you used some accrued time instead of working (i.e. sick, excused,
vacation, overtime used, personal etc.)

= NonRep Paid Overtime— when a NonRep employee wants to be paid overtime instead of
accrue overtime they should note it on the timesheet

= Union Accrued Overtime— when a Union employee wants to accrue overtime instead of being
paid overtime they should note it on the timesheet

=  Shift Premium— to remove or add shift premium not already calculated by the system

What do | do next? Occasionally when you’re done with a webpage you may be unsure what

to do next. Following are a few suggestions:

= |f you have typed something that needs to be entered in the system, look for a Submit
button and click it.

= |f you want to return to your Home Page, simply click the word Home in the right corner of
any webpage.

= Otherwise, look for underlined links that apply to your situation and click one of them. For
example, you will see underlined words like “View Other Periods”, “Back To List”, “Post Job
Transfer”, “Printable”, “Return to Timecard” scattered across Ceridian Time & Attendance
web pages-- use them to navigate the system.

Whenever | use Internet Explorer’s Back or Forward buttons, | get kicked out of the
system. What’s wrong? Whenever you are using the Ceridian Time & Attendance website
you should always use the buttons and underlined links that are part of the webpage to
navigate and select things. If you use the Internet Explorer buttons you will almost always get
kicked out of the system. If that happens to you, at the Menu Bar, select View > Refresh and
then click Retry. It that doesn’t work, simply log in again.

If | forget to logout, how long will | remain connected to Ceridian Time & Attendance?

The system will log you out automatically if you have not clicked the Submit button after 30
minutes. To get back into the system, simply log in again.
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F.A.Q. F.A.Q.

F.A.Q. — Frequently Asked Questions (Continued)

When | double click a button or an underlined link my computer takes forever to load the
webpage. What’s wrong? You should never double click buttons or underlined links on the
Ceridian website. When you double click you slow down the processing of your request
because you are really sending two requests.

Does it matter what version of Internet Explorer | use? Yes. If your computer does not use
Internet Explorer Version 5.5 or higher you may experience problems using the system. Most
computers at Milwaukee County already have this version of Internet Explorer. You can tell
which version is on your computer by doing the following. Select START > Programs > Internet
Explorer. Internet Explorer opens. At the Menu bar, select Help > About Internet Explorer and
the “About Internet Explorer” window appears with the version number listed in it. Contact the
Help Desk at 278-7819 if your work computer’s version is less than 5.5.

| opened my timecard and it says it’s locked. It also says | am using it. How did that
happen and how can | release it? This happens when you do not logout of the system
properly. Contact your payroll clerk to release the lock on your timecard, but in the future, be
sure to follow the procedure on page 17 when exiting Ceridian Time & Attendance.

How can | get help? Contact your payroll clerk.
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Completed Supplemental Timesheet

Completed Timesheet

MILWAUKEE COUNTY SUPPLEMENTAL TIMESHEET rommesird  PAY PERIOD ENDING: 7 He/o6 PAGE _,i or_{

For usa with Ceridian Time & Atherdance
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THE FOLLOWING “"EXCEPTIONS" WERE
NOTED BY THE EMPLOYEE DURING
THE PAY PERIOD :

<< Timeclock Mot Working

<< Nommally. OT is paid: employee wants to acciue
<< Employee went to doctor form 8 am to 10 am

<< Employee off; using Accrued Holiday

<< Employee off: using Yacation

¢¢ No Timeclock at the location where
employee was working: Employee worked
2 hours overtime, wants to accrue 1 hour
instead of being paid for it

USE THIS SECTION TO REPORT SPECIAL
PREMIUMS EARNED:

<< Standby for DC48 Employee
<< Standby for DC48 Employee
<< Wall Washing for DC48 Employee

Remember:
Use
Supplemental
Timesheet
ONLY to
Record
Exceptions
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